MOVE ON 

JOB DESCRIPTION

Job Title:                    

Administrator (Glasgow) [Part Time 17.5 hours - Days to be agreed]
Responsible to:           

Finance & Administration Manager

Responsible for:

Providing quality and accurate administration support to the charity and its staff teams, enabling Move On to provide high quality, impactful services for vulnerable people.
Based:

Primarily based in our Glasgow (24 St Enoch Square) with some flexibility for blended home and office working.
Key Skills:                

· Communication – verbal and written

· Creativity and initiative

· Computer literacy – Office 365 package, including Cloud
· Administration skills

· Basic Book-keeping skills

· Flexibility and adaptability 

· Representing Move On to others

Key functions and responsibilities:

· Uphold the values of Move On at all times.

· Be the first point of contact to telephone callers, providing accurate information

· Accurate maintenance of HR systems including creating staff records, annual leave and absences within Move On systems.

· Support staff recruitment processes – process applications and create job postings 
· Maintain financial records and enter data to Move On finance software.

· Petty cash handling to support staff.

· Maintain filing, recording and monitoring systems on all Move On services to enable quality reporting including data entry, recording statistics within databases, and providing reports where required.

· Monitor and maintain supplies of stationery and other resources

· Take minutes at meetings of Move On staff, Board and committees as required.

· Adhere to Move On policies and procedures.

· Undertake any other duties or tasks, which may be reasonably considered within the remit of the post.

Key Relationships: 

Finance & Administration Manager

Move On’s Finance & Administration Team
Move On’s Executive Director 





Staff of Move On 





Move On Service Users




Move On’s Board of Directors

What we can offer you: 
We strive to ensure that Move On is a great place to work by supporting, developing and valuing our people.  We offer: 

· 25 days annual leave and 9 public holidays for the first 2 years of service, increasing to 28 days and 9 public holidays after 3 years   
· Flexi-time 
· Option to buy additional annual leave  
· Ability to progress incrementally through salary band  
· Annual personal volunteering day  
· Strong focus on promoting staff health and wellbeing 
· Individual training allowance and commitment to CPD   
· TOIL system 
MOVE ON 

Administrator (Part time)

Person Specification and Profile

	
	                  Essential
	                  Desirable

	SKILLS

 AND 

QUALITIES
	· At least 2 years admin experience within a variety of roles and tasks.

· Excellent verbal and written communication skills

· Excellent organisational  and administration skills

· IT skills and knowledge of Word, Powerpoint, Access, Excel, MS 365
· An understanding of the issues surrounding marginalised groups in society 

· Ability to work under own initiative as well as part of a team


	· Minimum SVQ level 3 in Administration or other relevant qualification or experience.

· Ability to work well under pressure

· Understanding of Move On’s ethos of self help

· Ability to create and maintain databases



	EXPERIENCE
	· Experience of providing a variety of administration tasks

· Experience of maintaining administration and office systems 

· Experience of working in an office environment

· Basic Book-keeping and familiarity with computerised account packages.

· Cash handling


	· Experience of working with disadvantaged groups




